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S GEORGIA DEPARTMENT OF HUMAN RESOURCES ot
APPLICATION FOR RECORDS RETENTION SCHEDULE | -* OFELICE OF ADMINISTRATIVE SERVIGES
S U S ! RECORDSMANAGEMENT UNIT

For instructions on compieting this form oontact DHR Records Management Umt 47 Trinity Avenue, Atlanta. Georgna
30334. Phone - (404) 656-4976 * GIST: 2214983

]

e T

"BHR 1. GEORGIA DEPARTMENT OF HUMAN Resouh“c'E's ARCHIVES AND HISTORY
Apptication Date ' Office of District Programs Application Numbar
August 3, 1979 Child Development Section 75"’ O - g
ippliu‘m Number 618 Ponce de Leon Avenue, N.E. - %uﬁ—.&_ﬁd Date Completed
_ Atlanta, Georgia 30308 -8
| DHR-32 _ oo, eerene D B A . I
2. Person to Contact - “Working Title Telephone Number |
Ms. Mary Frances Radcliffe Administrative Officer 894 5681
3. Action Requested S
s. [JEstablish Retention Schedule; record will continue to accumulate. name of section and files series to show:
b. [ Dispote of present sccumulation; no further accumulation enticipated, Child Development
¢. BAmand Application No. -10-A Check One: ] Change; [J Supercode; [ Void
4. Daws of Series B. Records Series Titie ffollowed by title used in office; if different)
Earlisst Latest : .
. Child Development Title XX Program Files
8. Division sid Office Function What is the function of the Division and the OFfice in which this record series is creatsd?

7. ﬁ:dords Serias Description This file contains thekfoilawing docun:\;nti {mdudc form numbars snd titles, If sny);  Attach semples of the file.
Documents relating to: : ' ‘ '

Included are:

The file is arranged :

8. l-ﬂoniﬁlv'li—c-f;:dndt Rate T How often are riwr.ds nferr&d.t-o“v'v'l':tch are:
Onetotixmonthsodd . _ ; SNen 10 twolve mowzh; oid__ _____ _; Thirmen to twentyfourmonthsold ____
mmvimma-nthundoldar.____.-._f? , : ) _
{s. Annuo—lyﬁ;;"of—Acmmumion or Records : - | ]
J LR T % o
Llﬁemize drovers . .. ugal-sizo draws ; Shelves e - ; Other (Specify) — —

Form 46858 (7-78)

L



|YES | NO_] 10. Questionnaire  {Pisce an X" in the prepér eeiumn)

a. ls this the officiai copy of the serias? ‘ :
It not, whare s it? . -

. Doas the series wntam mnfodential mformsteon roqumng security handling? if ves, uta law or ngﬁlailon

| AR VRO EE— ———— e e e —— - . Bt P —rime e et e e e e e T

T = Inhluvlul record? o ' R

e T . - - T Rt Ttz R

d. Doss this series l";c\n*hinoricll or long term fesearch value?

. Whan one of two documenu in the file make It necassary to kup the entire fils for a Iong peariod, could these document:
be ! lc!ndulod uparmlv?

 ———E e -——

B f. Is the informn&on oomamed in this series mr publuhed? if yas, sttach nopv

g. Is the information contained in this series wver mlyud and/or recordad in 8 wmmanzod report?
H ves, atiach copy.

—r e i -

h, lsthere a duplication of this mries in vour office, or in another oﬂm or lgenqr?
lfvu, whare?

L Is this series fau mjor portion af fe) rogul.rlv mncraﬁlmd?

j. Doss the record serios result in a cnmputof prmtout?

11. Retantion Roquirpmnnu ) ~ The following requires the nrlag to be kept:
5. Seate Law i YOOTL, d. Audit perlod — . —YRATS
b. Swtuteof limistion . . _ vers. N o. Administrasive nesd —.years,
¢ Faceral law N ) T |3 f. F.ﬂlfll retantion instructions ST " } ;;
Attach copy or excerpt of isws or reguintions. Explein sdministrative need.
[ . - B b
. :
[ 12. Approved Disposition Instructions  This agency recommands that the file sriss be cut off at the end of sach: i i
O Caiendar Year; [ Fiscal Year; 3 Other then, i
0 Hold in the currant filessroa .. menth(s) _ yearis); then
O Transter to local holding ares; hold . ___ year{s); then
O Transfer to Stste Records Center; hoid __________ year(s); then ”
O Destroy !
O Transter to Suts Archives for permanent retentien.
O Other (Specity)
i
Thesé instructions apply to ail prior snd future sccumulatisns of the series.
Agency Heﬂiﬁ;ﬁo‘o"{&namr:}wqum%% T Date Records Managemant Officer !&mmn} o Date

\\\xm\&Fw;&g%%w 3lo\w [z p Coarre/

zabeth W. Crank, CRM
s_m_- Records Committes ($lgnctun)

Recommendations in paragraph I = )
12 are spproved. State Audlmllpnlgm ‘\g_s‘ W
{1 disapproved, attach Metter —— ; e
of explanaiion.) m o Designee ' J ﬁo2'7.‘7?
Anornav General/Designes 1/1 j ?i' f

Form 4998 (7-78) . “imeverse Bide}




& @ Amend Application 13- 10A Check One: O Change: XX Supercede; [J Void
4. Dates of Series . 5. scords &riu Title (followod by title used in office; if diffarent)
Eartlest - Latest
1971 Lto date ~ CONTRACT SERVICES TITLE XX PROGRAM FILES o B ,
8. Dlvhlon and Offics Function What is the fqnc:ion of ;ha meon and tha Office in whsch this record sems is mated? ;

|title XX, of the Social Security Act is a law which provides social services such as day care,

. - /573»02, L
o . . . ,&( ? - | | , o
QPPLIC&TION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

OEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS. Ses Publication No. 76~RM-=1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avanue, Atlanta, Georgm 30334
Attention: Scheduling Section.

.'._ M

FOR AGENCY USE . 1. Mtncv Address _ F#OR RECORDS MNAGEMENT USE
Apolicatian Outs o Georgia Department of Human Resources Application Numoer
April 18, 1977 | Title XX Administration - Contract Ser- 75'—- ‘o-—- H
Agptication Number vices Unit - 618 Ponce dg Lepn Ave.,N.E[ G Recaived DmCompmed :
.DHR-135 Atlanta, Georgia™ 30306 = S APR 214 1977 [ BUN - 9 1977
I—— 3 ; x : o
2. Person to Contact : Working Title Teisphona Number

Ms. Mary Frances Radcliffe
3, Action Requestsd .

8. (O Estabusn Retantion Schoduie record will continue to accumulate. m

b. O Dispose of present aacumiation no further accumulation anticipated. -

Administrative Officer 894-5681

foster care, protective services to abused and neglected children and adults; and meals to
the elderly in the community, In Georgia, Title XX programs are admlnlstered by DHR., The
goals of Title XX services are: sglf-support; self sufficiency; preventing abuse and
neglect; preventing unnecessary institutional care; and providing institutional care when
necessary. Persons eligible for Title XX services are: recipients of aid to families with
dependent children (AFDC), recipients of supplemental security income (SSI); and individuals
with low income. :
Contract Services Unit is responsible for the purchase of services for low-inCOme families

and individuals. These services are provided to current, former, and potential recipients

of public welfare; for developing policy procedures, recommending policy changes, and mak-
ing determination that services purchased comply with Federal regulations.

7. Floeord Series Description This file contains the fol!ownni documents (includo form numbm and t:des, :f any):

- Artach samples of the file

Docurmntsrolatmgto adm1n1ster1ng the TitlefPrograms throughout Georgia,

Included, but not limited to, are: PROPOSAL, showing pertinent information about the pro-~
gram -~ name, location, mailing addréss, to whom reimbursement checks should be sent, and
_breakdown by s¢urce of proposed budget, number of clients to be served and age-range of
thosé clients; detailed information as to what service is intended to accomplish; speci
fic goals and objectives of the program in education, nutrition, medical and dental care,
social services and parent involvement; program staff by name and position; personnel
resumes; job description for each position; organizational chart; Advisory Committee -
giving definition, responsibilities of, bylaws, and Committee members by name and address}
detail of the provisions for in-service training of project staff; fringe bemefit state
ment; detailed budget of personnel costs by name, job classification, rate of pay, houri
of work, net sdlary, fringe benefits, total salary; budget summary - total for all ser-
vice delivery sites for personnel, travel, supplies, equipment, rent, other, and total

File is arranged: alphabeticallj by name of program Et:hereunder,'by subject matter (in caps) in
the pattern d4s shown above. ' '

%

8. Monthty Rafersnce Rau ng often are records referred to which are

One to six months oid _mont ._h_.Y_.1 Seven to0 twelve months OMm_______x__onthl Thirteen to twenty- four months old 1.5-35.9_9&.‘9_9513’
“nncntvoftw months and oider -accasiaria IIy s

9. Anmul Rate of Aneumuizson of Hmrds Y R ‘ -
Letter-size drawers : Logai-size Elrawers ; Shetves

 Other (specify) —_=_.

AR=EETT; Aev. 78 — Tvery

»



YE3 | NO 10. extionnaire (Ptaqe an_ "“X” in the proper column) _ .
|I this the official copy of the smes? ’ : Lt
X If not, where is it? : P 2 o Xt
1 'b. Doss the aﬂn contain confidential information rcqmrmg security handlmg? if yes, cits law or nqulatlon
X
X ¢. s this 8 vital record?
{ x d. Does this series have historical or longtlnn research value?
s. Whon one or two documents in the file make it necessary to keep the entira file for a Iong pmod could thesa
.3 documents be scheduled separatelv? ,
X mwmmmm:mwmm@mm ooV,
1} 19 Is the information contained in this series ever analyzad and/or recorded ina summarizedreport?: . I A |-
X ' If yes, artach copy, .
h.Is there a duplication of this series in your ‘office, or in anothor offico or agency? . . L
X .t ves, whers? contracting agency o ¢
x |1 Doy the recard saries result in 8 comoutes printout? -« . : i -~ o
11. Retention Requirsments " Thae following requires the saries to be kept: -

- b Stawste of fimitation —_yesrs. e Admmnstratmmed ' —" N
¢ Federal law - ———yaars. 't Faderaj retention instructions o TR0
Attich copy or excert of laws or roqu!atiom Explain adrmmstratmmd S E fe s

State Archives personnel have evaluated these records and have

requested that they be scheduled for permanent retention. | . _ 3

12, Approved Dlspcs!tion Inltruqﬂqul : -Thls agency recommmds that the file series be cut of! ; at tha and of nach ST T

SR g Ca{ondachu‘ @ Fumlvw CJ Other A — thg;_\ s

:m Hold in tthI.Iﬂ"ﬂt ﬁles arés’ _._..._.... A0 ti‘i(s}.__.._.l.__. vear(s} then S ‘;‘ A T - . F -
O Transfer to locat holding ares; hold Y2 "_year(s); then S , e
& Transfer to Stats Records Canter; hold__........._veqr(s) then .. .l
UDIN‘OV o et A - " .'- : ‘ f?r:.-v f-— = o .
C Transfer to State’ Ard'um for p.rmanent retention. - - IR T oL .

-8 Other (Specity) Transfer to State Arc‘:hn.ves for permanent retentlon all flles
for- years endlng in 1 and 6 destroy all flles for all other years.

oo ;'._' £ V . = ‘ . :‘\ . - _- L ’- ‘l‘n' l“_\-:_ i - i

Tm mmut-'ﬁomlpplv to all prior and ‘furure accumulations of the series. - - R s

. - ﬁ_.:- o p T R rf‘i -4 s e T T :
- lDuiggu [S’gmtunl _ _' . Date Reeordu Managgmnt Oﬂ‘icer (ngnatuml o 3 Date
xﬁfﬁﬂ /QW wag?’f/?/) %W}L (:s—‘w 3/.:_;,/77
" State Records Committes !ngnamr!} |
Rccommndauom in para . ) - : - : |
oraph 12 are aporovod State Auditor/Designes - o t—-r "77
(If disspproved, attach letter ] | — -
of explanazion.)] Stcﬂu% State/Designee Gmw M o "'5 -7 7l
i .
Attorney Ge!norailDesignoe / W /LQ)/ C" 7 ’)7

:‘_ —55-T1:  Rev. Te _ . L mqsmo} o
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=" - Application for Records Retention Schedule

Georgia Department of'Humaanesdurces :
CONTRACT SERVICES TITLE XX PROGRAM FILES - Page 3

Continuation page

7.

cash costs; detailed budget by travel, supplies, equipment, rent and other
expenses; list of equipment now owned by service; 1list of donor individuals
and organizations by name and address; letter of commitment from organiza-
tions and individuals for matching funds; annual State License for operation
of the facility; fidelity bond, with attachments showing employees covered

by name and position; statement of assurance of compliance with Title VI of
the Civil Rights Act of 1964: supplement showing anticipated recipients at
named service delivery site by age group of children, number of children,
average hours of care per child, child hours per day, required ratio of child
hours to care-giver hours, caregiver hours required, and caregiver staff re-
quired; daily schedule showing time period with activity, sample menus; Appli-
cation for Participation (Special Food Service Program for Children); letters
of commitment for health care for recipients (health center and physician);
letters of endorsement for operation of facility in meeting the needs of the
community for recipients; and confirmation of fire and extended coverage in~
surance on the building and equipment at location where service is operated.
CONTRACT between DHR and Contracting Agency and Contract Information Sheet
showing legal name of provider of services, address, telephone, deseription

of services to be provided, designated areas to be served, criteria for de-
termining eligibility of clients, number of clients to be served, beginning
and ending dates for contracted services, donors of local funds by name,
amount of contract request, and amount of State administrative fee. CORRE -
SPONDENCE relating to the program, LICENSING =~ Re-licensing Summary and Recom-
mendations (covers survey made for health and safety of facility with timetable
for correcting deficiencies). Monthly ELIGIBILITY REPORTS shows number of
clients served by category (XX-AFDC/XX-SSI/MAO). MONITORING REPORTS (Federal
Interagency Requirements) encompass a check list for evaluating suitability of
facilities, health and nutrition services, training of staff, parent involve-
ment, administration, staff to child ratios,  posted information, child care
attendance report, child care service folder inspection report, letters in
answer to requests for services to benefit clients, and check list for fiscal
monitoring with Monthly Statement of Receipts and Expenditures-Title XX.
RECETPTS & EXPENDITURES REPORTS, a summary and detailed listing of all cash
receipts and all expenditures for the month.
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APP%ICAT;ON FOR RECORDS RETENTION SCHEDULE DEPARTMENT DF ARCHI VD b ooy

) RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication ‘No. 76—-8M—1 for instructions on completing this form. Forward signed original to |
Dapartment of Archives and History, Records Managernent Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Schaduling Section.

FOA AGENCY USE | 1. Agency Address ot " FOR RECORDS MANAGEMENT USE
Application Date Department of Human Resources Applicatiog ber ‘ Z- Q
3/22/76 ' Title Xx Administration o - ! c“"e’m“g
Applicstion Number Contract Services Unit _ Date R T_—“Dat- Complet
DHR-41 618 Ponce de Leon D BR 14097 WY - 1976
Atlanta, Georgila : . - : !
2. Person to Contact _ ~ Working Tite - Telephone Number

John Howel 1 Chief .894-5681

13 Ar.'tion Raquened
8. [J Estabusn Retantion Schedule; record will continue to accumulate
b, O Dispose of present accumulation; no further accumulation anticipated.

¢, 3 Amend Apolication No, 75=10 Check One: [ _Change; (8 Supercede; [J Void
4, Detes of Seriss 5. Racords Saries Title (fo/lowed.by title used in office; if different]

Earliest Latest
See oatlacked

1971 "L‘to date -

8. Division and Office Function What is the function of the Division and the Office in which this record series is created?
Title XX of the Social Security Act is a law which provides social services such as day care,
foster care, protective services to abused and neglected children and adults and meals to
the elderly in your community. In Georgia Title XX programs are administered by the Georgia
Department of Human Resources. The goals of Title XX services are; self-support, self-
gufficiency, preventing abuse and neglect, preventing unnecessary institutional care, provid-
.mg institutional care when necessary. Persons ellguble for Title XX services are; rec.lplent#
of aid to families with dependent chlldren {AFDC) , rec.lplents of supplemental security incone
{SSr), individuals with low income. ‘

(See Attached Sheet) _‘

7. Record Ssrles Deseription This file contains the following documenu finclude form numdbers and t:tles if any)
, R ~ Attach samples of the file.
Documents relating to: the establishment and administration af public assistance service programs
{Day Care Centers, Senior Citizen Centers, Drug Treatment Centers, etc.) as contracted to
service organizations (Model Cities, public school systems,- etc) by the Department of Human

Inciudad are: but HOtWM narrative format ng the need - Resours
for the program, costs and recd -~ e%m;izmmract for service, papers
_pertaining to the progress of F I programggnng reports required by Federal
regulatlons to re

etence to gtudellnes, and supportiny-doeugents.

‘(contihued-page 3) 622. G"P"ﬂ.m‘\.ﬂ-a QL.__‘:\'

Filais arrangad numerically by control numbers a551gned by unit or
alphabetically by contract name.

10

One to six manths oid 10 : Seven to twelve months old

twenty- fwa months and oldsr

: Thirteen to twenty-four months old _._.:E_.__..

1

9. Annual Rats of Ammuladun of Rmrds :
Lettersize drawers —— ... .; Legal-size drawers
Program - 20 ' '
Fiscal - 10 *

AR-B0=71; Rev. 78 T - 1Ovar)

; Shelves e ; Other {specify) | .

.,

8. Monthly Rafarence Rate How often are records referred to which are: - - ‘ ‘ ‘;\‘
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YE3 1 NO |10, Q.uu:i_ormain‘.' {Place an X" in the nrorpe'_f Qoh_.:rr;n) - i o
¥ ' . ls this the official copy of the series? o T ‘?.1;, - R
_{t not. whare is it? 2 > 1 7 2 ,5
¥ b. Does tha sarias contain conftdannai mformatnon reqmrmg secunty handlmg? If yes, cite Iaw or regulation. ‘L
X c. lsthisa vntal recard? . :
X .d, Daes this series have historical or long term research value? - .
e. When ons or two documents in the file make it necessary to keep ;he entire file for a iong period, could these :
d doc lv? '
X f s u_lnfmmam mmwﬁuhlmhgdl_Lmnagb_cm.____ —
g Is the information ‘contained in this series ever analyzed and/or recorded in a summarized report? A
X if ves, attach coov,
h. Is thers 8 duplication of this series in your offlce orin another offlce or agency?
b4 It ves, where? Contracting Agency
X | i lsthis serias for a majar portion of it} regularly microfilmed?
X 11 Daes tha racord serjes result in a comouter printout?
11. Retention Requirements The following requiras the series to be kept:
a. State Law 6 years. d, Audit period . years.
b. Statute of limitation years. e. Administrative need years,
¢. Feders! law years, $. Federal ratention instructions 3 __years.
Attach copy or excert of laws or regulations: Explain administrative néed. o
12, Approved Disposition Instructions  This agency recommends that the file series be cut off at the end of each:
T o ' D Calendar Year; ) Fiscal Year; £ Other SEE BELOW ' then,

0 Hold in the current files area month(sl . year{s); then
" O3 Transter to local holding area; hold .
O Tranger to State Records Center; hold
O Desiroy,

O Transfer to State Archives for permanent retention.

ColL SR (2%, e s

Program Flles (Includes programs proposed bg not funded) —Cut—off fJ.Ie at the end of each
-fiscal year; hold in current files
area 1 year; then retire to State -

- Archives for permanent retention.

year(s); then
—~—._Yyear{s); then

e

Cna-\vo.c\’ Sevuies p\.ho.uuo-\ - . -

SheowiiMoni toring FJ..les . Cut-off file at the end of each
fiscal year; hold in current files

- area 1 year; then transfer to the
State Records Center, hold for 5

- years; then destroy.

- 'y

b . . ,-'_ . . . - -
These instructions apply to all prior and future accumulations of the series,

-

A Head/Designes _(Signature). Date_ Records Man nt Officer [Signature).. . Date
7221 O Mdrdd  [4-4-70
State Records Committes (ngnature) " Date
Recommaendations in para- , Q \ [ . -
graph 12 ars approved, State Auditor/Designee \X - - .
O oo ater | — or/Desig AR e SN NN SEPSI ¥ YR V8t
of explanation.) Sacretdfy of State/Designae é’ M j‘/zfd?(
o Attorney General/Designee J/g { -
ARIET RAeTTE s — -~ - /7
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‘v ,"n'

ieaprtmenf of iman Resources ° , L - . -Page 3
Title XX Administration T o
Contract Services Unit

£.8% Ponce de Leon

2cianta, Ga.

=z (continued)

Contract Services Unit is responsible for the purchase of services fbr low—income
families and individuals, which are provided to current, former and potential
rzcipients of public welfare; for developing policy material, recommending policy
ckanges, and make determlnatlon that services purchased comply wzth Federal
regalatlons . -

=7 (continued) - . |
15-16- R Condvact Sevirtas

Program Files to include but not limited to are:
1. Contract Proposal

a. Service Delivery Sites
™ " b. Service Definition

¢. Program Staff

d. Advisory Committee

e. Staff Training

f. Detailed budget - Personnel costs

g. Donor individuals & organizations

'h. State licensing requirement

i. Fidelity Bond

j. Assurance of compliance with Tltle VI of the Civil Rights Act of 1964

k. Statement of Comparable Rent : C :

l. Certified Cost Supplement : 7 =

m. Equipment Supplement Request : .

n. Public Building-Certified Cost

©. Day Care éupplement—Summary

p. Employee Classification ‘

g. Contract Services Merit System C1a551f1cat10n

r. Clients Receiving Services Report Form

S. Report on Eligibility. Status of Clients Served

t. Contract Services Personnel Work Sheet

u. Title XX Service

V. Request for Financial Ihfbrmatzon/Author;zatlon to Release Infbrmatzon/
Certification of Financial Information

w. Family Application for Title XX Social Services (DCS/SSS 462)

2. Contract Between DHR and Contracting Agency

a. Notification of Contract for Purchase of Services. DCS/88s(2)-127
b. Contract Information Sheet



\

Department of Human Resources - T | - 13 '_§page 4 f “ﬁi

- Title XX Administration ' ' .
Contract Services Unit’
618 Ponce de Leon
Atlanta, Ga.

\

#7 (continued) . Col
76-120= Contvatk Sevuiaas F’tm“gm\ /\AC’U\‘ fovaw q‘ RS \"& : |
. E;ﬁaaJ—and«#epeseeeamag~aeperf Files to include but not limited to are: o

l. Fiscal

a. Certified Personnel Cost Record

b. Monthly Report of Certified Cost

¢. Certified Cost-~Public Building

d. Equipment Purchase Approval Request

e. Report of Equipment lLoss or Damage

f. Request for Budget Expenditure Transfer

g. Monthly Statement of Receipts and Expenditures - Ti tle XX
h. Monthly Expenditures - Equipment and other expendltures
1. Statement of Comparable Rent

2. Monitoring

a. Monitoring Report

b. Request of Funds

¢. Eguipment Control Sheet

d. Personal Service Records

e. Client Eligibility Control Sheet
f. Client Attendance Control Sheet

#11 (continued) .
Executive Office of the President, Offlce of Management and Budget, October 19, 1971,
Clrcular A-102, Attachment C.

"Financial records, supporting documenés, statistical records
and all other records pertinent to a grant puogram shall be
retainted for a perzod of three gears.

a. The records shall be retained beyond the'fhree—year :
period if audit findings have not been resolved”.

State Archives Personnel have evaluated the flle series and have requested that
"pProgram” documents (not "Fiscal") be retlred to State Archlves.

|
Georgia Statute 3-705 (4361) Simple contracts in writing :

A1l actions upon promissory notes, bills of exchange, or other simple contracts
in writing shall be brought within six years after tbe same shall bave become due
and payable.




. . N . ™
- STATE Moo, 0= H - OFFICE OF SRCAXTARY OF STATE

- , oF « - A p]1cat10n for DEPARTHRIT OF ARCHIVES & RISTORY PTE
7 ctocs - RECORDS DISPOSITION STANDARD  yrcusos mamscantor sivision
- L -‘ i AT B i R X R T R : JE P
1. ‘}f““"" Pete fwsrhy sreas See separate tnstrucrticns for completion -fJ} F2R PETORDL wawaqgEmEaT vIVISION CUF
January 17, 1975 Hﬁan! and raverse of this form. Sign opiginal and tuo copies Date Recesved Appitcation Ho. Date Compleret
> Agency dpplitcation Ao, -+ Jone forward to Peporrment of drchives and Niatory, Atteation: . ) FEB 1 i 75-
m{R_mS-QO "hrprd- Managemant . fficgp ’ ' JAN 2 4 19?5 75""0 e TP ., ;

3 _AGTE T Tieten . fuddivialen Aduintatering . fPire Addrene

Dept. of Human Resources
Division of Community Services

Peranun tn opte L
.

Ms. Frances Henry

Contract Serwvices Unit

: A
_Wr-'.ng Title b‘rcl .

Secticn Supervisor | 656-U4E1

47 Trinitv Ave., Pm. 211-H Atlanta, Ga. 30334

T
7.ACTTON REQUESTED
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PREGENT ACCUMULATIOCN;

RECORD WILL CORTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATFU.

8 .Earliest & Latest |9.Exact Series Title
Dates of Series

1971 to date CONTRACT SERVICES PROGRAM REPORT FILES

;()'What is the function of the office in which this record series is created?

The Division of Comrrum.ty Services is responsible for administering, supervising and regu-
latlng non-medical service programs directed to the indigent and youth of the State. These
services include the licensing of Day Care Centers: the placing of foster and adoptive chil-
dren; and for providing counseling services in the areas pertaining to the delivery of com-
mmity social services.

Contract Services Unit is responsible for the purchase of services for low-income families
and individuals, which are provided to current, former and potential recipients of public
welfare; for aeveloplng policy material, recommendlnp policy changes and make deternmatn.on
that services purchased cor"ply with Fede'na1 regulatlons. : :

~

11.This file conteins, the following documents (1nc1ude form numbers and titles, if any,
end file arrangement).

Documents relating to the Establishment and admlnlstratlon o*‘ public assistance service
programs (Day Care Centers, Senior Citizen Centers, Drug Treatment Centers, etc.), as -
contracted to service organizations (Nodel Cltles Dubllc sc‘lool syster.s, etc ) bv th°
Departwent of Human Resources, T anmelE .

Included but not limited to, are: proposals in narrative format describing the need for the

program, costs and recommended services to be performed, contract for service, papers per-

taining to the progress of on-going programs, monitoring reports as required by Feder'al

regulations to record adherence to guidelines ) and: supperting documents. "
U\’Su\ ned

Files are arranged byf rogr‘am control nurbers. - . e T
ATTACH SAMPLES OF THE FILE
T TAEY T Be oo T ko -5
1:’ . ZQUIPMERT ACCUPITL ¥ of Drawers Cu. P of Ferorde Ro, of Drawers Ju. Ft. of Recovis
P ™ =
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In GtPiceis} In Siorage Aresi :-
Leasl-wise File Drawers Fioor Space Sreypiea {Square Pawmt)
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lear'y Tear's Teerow R ieacel
. AYEIRAGE DAILY REFEREINCES
Y . .
s - 100 | s 1 n

©Fars AR-d0-71




Bt s TR LRI .

i

y 25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off et the end

e, _ PME 2

- M . . ,
QUESTIONNAI RE n.u n 5" ta the _preper coluan. 1f ansver Lo "YES," please explatn + N L . YES N NO =
13. Is this the Record Copy of the series? o ) 1 ' [X] (]
1k, Is jthere a duplication df this series in another office or agency? SRR X [
"Not identical but partial duplication in Division and in Chief's Office. L
15. Is the information contained in this series ever summarlzed or published? 1)1 )
Attach copy of surmary or publication. ‘ '
16. Does the series contain c13331f1ed information requirlng securlty handling? (1 Ix]
17. Does the series inltlate, amendkor termlnate‘agency policies and procedures? [ 1 [x]
18. Could the function be performed if the files were lost or destroyed? ' x) [}
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? - [ 1 (x]
20. Does the record series provide data as input to an EDP file? [ 1 (x]
21. Does the record series contain documentation produced as EDP printout? 11 [gj
22. Has the Federal Government issued instructions governlng the retention/dispo- x1 (1
sition of these files? SEE ATTACHED SHEET \ Coe
23. Will there be a need for these records 10, 15 years from now? If ves, what? [ ] [X]

2b, REQUIRENENTS. The following requires the files to be keptpermanent . vyears:

a.[JSTATE b.[)STATUTE OF c.[JAUDIT - d.[)FEDERAL e.KJADMINISTRATIVE f.KJHISTORICAL

LAW . LIMITATION PERIOD . LAW DECISION VALUE 3

' (Cite Law, Statute, or other reason for the rotention requirement) ' '

NOTE:  State Archives Percennel have evaluated the file sprwoc and have ﬂpnnpqtpd that e
records be retired to State Archives. , o

of each -[]CALENDAR YEAR -K¥FISCAL YEAR -[]OTHER ythen:

[X] Hold in the current files area month(s)/ year(s):

[ ] Transfer to [ ] State Records Center [ ] Local Holdlng Area; hold year(s):
‘Destroy.

Transfer to State Archives for permanent retention.

Destroy immediately after cut-off.

Other: (specify)

Lo Bamen N o ¥ o |
uh—la{‘—l

SEE ATTACHED SHEET

{(Indicate briefly ratiomale fbr“recommendhtioﬁs above/or write additional remarks):

Records Managem 't off1 (Signature) @ Dat ' -
ords Management Officer (Signature) 4"/; vl OTHER REQUIRED SIGNATURES DATE

———— R - _ —

I
el -

ndé Head/Desmgﬁée ’

in paragraph 25 ﬁ'f‘rOVEd L D1saoproved JZ2 -7
are: ¥ g f %swgnee _ J
: : P ed Disapproved} P
STATE RECORDS ?§bcretary of‘State/Deezgnee "‘”“"‘“él‘*gtgll“
commiTTEE  I(H[+T Approved [ 1 Disapproved %)3 y, )73

o —“:".‘.'f"'_"""j‘__f CinomImoelln Tl :

ALt ey General/Designee | _— — - , -
lrl Aeeroved [] %?E%""GM——-@ . el A
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Department of Human Resources - 4 -~ Page 3
Division of Cémmunlty Serv1ces

Contrect Segvices Unit -

47 Trinlty Ave,, S. W. Rm. 211-H

Atlanta, Ga. 30334 ;

#22 S Co

Executive Office of the President, Office of Management and Budget,
October 19, 1971, Circular A-102, Attachment C.

"Financial records, supporting documents, statistical records
-and all other records pertinent to a grant program shall be
retained for a period of three years.

a. The records shall be retained beyond the three-year
period if audit findings have not been resolved".

#25
Maintenance Insturctions:

Contract Services Program Report Files, located in the Chief
of Contract Service Unit's Office and the Division Level Office
will be cut off at the end of the Fiscal Year and transferred
to the Contract Services Fiscal Cffice.

The Contract Services Fiscal Office will consolidate these files
with the fisral office's Contract Serwice Program Report Files,
retire the file to the State Archives and destroy duplicate files.’
Destruction of duplicate files will be covered under DlSpOSltlon
Standard #34, Reference Paper Files.
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